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RESPONSISILITY FOR DOCUMENTING SUPPORT (DOS) ACTIVITIES

25x1 AEFERENCES: R dated 6 Pebrusry 1067
251 dated 28 January 1965

The purpose of this actice 18 i
B Advise all concerned that the DD/S is the Ageucy “Cffice of

Record” for ducuments concerning the responeibilicy of that cormponent
251 as defined In K| | Crgaalzation and Fuactions, Office of the DD /S,
| dated 6 February 1057,

h. Ensure that appropriate coples of documents received or
crealed In the DD/P, perialaing to matters within the respunsibilty of
ihe DD /3, are forwarded to the proper sffice of the DD/,

The sitices of the PD/S maintaln the «fficial Agency files rmm
to support acidvities of the CI. Therefore, coples of correspondences
aad cumpleled forws concernlng mwatiers within the responsibility f an
office of the DD/, pust be forwarded L. the appropriate fflce of the
DD/ for record purposes.  For exarle, the Offics of the C auptroller
maintains the iiicial files for dicuments dealing whh finance and the Direc-

tor *ﬁ Logisties maintaing the oifietal files for correspondence dealing
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with supply and logistical malters. Coples of corresp ndence on support
gsubjects may be maintalned in the CF Btaffs and Area Divial ns as working
filez and dlaposzed of when nu longer required in accordance with CS
recurds disposal schedules,

3. BESPONSIBILITIES

2. The offices of the DDS originaling correspondence or forms for

forwarding to the DDP Headquariers or fleld will create appropriate coples
f.r their flles. (This has been agreed with S3A/DDS. )

b, The Cable Secretariat {2 primarily responsible f.r routing
coples of oulgelng or Incoming cables to the apprpriate DDS offices. In
additin, the actisn or origlnating desk s responsible £ v review of cable
alsiribution and for advice t he Cable Secretariat as i additional
éistribution Iy appropriate cases.,

¢, Any desk within the DD which recelves {ur action ar vriginates
curpespondence {dizpatches or interoffice memn3.} or forms which are of
fruerest t, an cffice of the DD will ensure the prescribed copies are
farwarded as soun as possible to the appropriate office of the DDS. This
{ncludes dispaiches which are sddressed to an office of the DD but whiéh
have been risrounled.

d. Releasing ~fficers, in the case of catguing dispatches, will
insure that the provisions of paragraph 3.¢. are accomplished.

2, uestiszas concerning the {mplementation 5f this nolice, tw

{aclude the protection of sensitive information, will be referred to the Chief
“Bn

grang
Sohel
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Support Saff of the Senior Staff or Area Division concerned.
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CEPASERE

{. The 234 /DDS will provide guldance to-the Chiefsof Suppert

Staffs of the vasjous Senlop Salis
Hh werh Yo by P/K’Ma

il end i c’i fu /z 2
Cudidd e e M é ws ﬂf He v 0/s
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